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INTRODUCTION 
 
This IT Project Office Earned Value Management User Guide has been developed to assist VA Project Managers 
in using IT Project Office as an earned value management monitoring and control tool for projects.  It should be 
used in combination with the published VA training, policy and Standard Operating Procedures (SOPs) available 
on-line at http://vawww.va.gov/OIT/CIO/ITPM/Default.asp.   
 
The IT Project Office Earned Value Management User Guide consists of three sections: 
 

I. Recommended Settings:  This section describes recommended and/or default settings for the Project, 
Work Breakdown Structure (WBS) and Activity levels. 

 
II. Maintaining and Updating a Project:  This section describes the process that project team members should 

follow to update the status of projects. 
 

III. Earned Value Management-Related Reports:  This section illustrates the reports available within what 
Office? IT Project Office that support Earned Value Management. 

 

ASSUMPTIONS 
 
The following assumptions apply to the use of this guide: 
 
1. Project team members are sufficiently knowledgeable in the use of IT Project Office to be able to create 

projects, WBS elements, and activities;  
 
2. Project team members have a basic understanding of earned value management and project management 

methodologies; and 
 
3. Project team members are familiar with their own OMB Exhibit 300 Initiative and the milestones reported and 

tracked via Section I.H in the 300. 
 
 

 
  



 6

I.  RECOMMENDED SETTINGS 
This section of the IT Project Office Earned Value Management User Guide addresses those settings within the 
tool that are important for accurate earned value calculation and provides the recommended settings, where 
applicable.   
 
As part of the process for creating or configuring a project, it is important for Project Managers and/or planners to 
define the project’s properties and default settings.  Particularly important are those settings that significantly 
affect the calculation of units and duration for earned value purposes.  Selecting improper settings may reflect 
incorrect progress for activities and generate unreliable earned value data.   
 
NOTE: There may be more settings on a tab than are discussed in this guide.  Please refer to SOP004: Create a 
Primavera Project and/or Primavera Training Materials for more information on creating a project. 

A.  PROJECT VIEW SETTINGS 
1.  CODES TAB 
The purpose of the Codes Tab is to assign project code values that enable the grouping of projects into specific 
categories, such as location, responsible manager, or OMB 300. 
 

 
Figure 1 - Codes Tab in Project View 

1. There are multiple Project Code types to choose from the Assign Project Codes dialog box.  Select the Assign 
button at the bottom of the tab to open the dialog box.  Choosing the appropriate VA IT Investment 
(OMB300) code is recommended for all projects. 

 

1 
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NOTE: “Not related to an OMB300” is an option under the VA IT Investment (OMB300) project code. 

2.  DEFAULTS TAB 
The purpose of the Defaults Tab is to indicate the settings that will be used when new activities are added to the 
project.  Changing these settings will not affect any existing activities.   
 

 
Figure 2 - Defaults Tab in Project View 

1. There are four Duration Types to choose from: 
 

 Select “Fixed Units” when the amount of work required (usually expressed in hours) to complete an 
activity has been determined.  This option is recommended for use when team members enter time to 
measure effort and progress for tracking actuals. 

 Select “Fixed Duration & Units of Time” when duration (usually expressed in days) is determined by the 
type of activity.  The duration will not change when resources are added or removed and/or units/time 
changes. This option is not recommended, since it is the least reliable in calculating percent complete. 

 Select “Fixed Units/Time” when there is set resource availability to complete an activity irrespective of 
the activity duration and a resources’ hours/day are of paramount importance. This option is not preferred, 
however it can be used for Level of Effort activities to help control the number of hours per day spent by 
resources.   

 Select “Fixed Duration & Units” when the duration and total units of work on an activity are not changed 
when resources are added or removed.  This option is recommended. 

 
2. There are three choices for “Percent Complete Type”: 
 

 Select “Duration” when progressing project by the activity start and finish dates. This setting is not 
recommended as it records activity progress based on the number of workdays, instead of actual progress. 

 Select “Units” to record activity progress based on actual work effort expended. This setting is preferred 
if steps cannot be added to an activity. 

 Select “Physical” to record activity progress based on steps.  This setting, which requires the use of steps, 
is recommended for tracking the progress of an activity. 

 
3. There are five activity types that can be selected: 
 

 Select “Task Dependent” when the standard project calendar will be used and resources are not an 
important project consideration.  This is the recommended setting. 

 Select “Resource Dependent” when the availability of scarce resources is an important project 
consideration and separate resource calendars will be maintained.  If resource calendars are not 
maintained, data produced by this type will not be accurate. 

 

1 
 
2 
 
3 

 
 
4



 8

 Select “Level of Effort” when activities with Fixed Units/Time are dependent on the duration of other 
activities, such as project management activities, testing activities, etc.  This is not recommended as a 
Project-level setting, because this technique will not produce meaningful earned value indices. 

 Select “Start Milestone” to denote the beginning of a project deliverable or phase.  This setting is not 
recommended as the default Project-level setting, unless the project contains only milestones at a high 
level, such as those milestones contained in a Master Project Schedule. 

 Select “Finish Milestone” to denote the ending of a project deliverable or phase.  This setting is not 
recommended as the default Project-level setting, unless the project contains only milestones at a high 
level, such as those milestones contained in a Master Project Schedule. 

 
4. The default calendar is the standard calendar (5 x 8 hr work week). The default calendar is the recommended 

calendar.  If another calendar is created, it must be based on the standard calendar to ensure that federal 
holidays will be automatically updated. 

 

3.  RESOURCES TAB 
The purpose of the Resources Tab is to allow the Project Manager to specify the project’s resource permissions 
for Timesheets. Project Managers must consider the options they select and the permissions they delegate to 
resources.  
 

 
Figure 3 - Resources Tab in Project View 

Resource Assignments 
 

1. Select “Resources can be assigned to the same activity more than once” to allow a resource to be added to 
the same activity multiple times.  Retaining the default selection of this option in generally not 
recommended.  It may cause confusion for team members when entering time on timesheets, however, 
this is appropriate when resources are assigned intermittently. 

 
Timesheets 
 

2. Select “Primary resources can mark activities as Completed” to allow resources to indicate completed 
activities via Timesheets. Choosing this option is recommended because it reduces overhead for the 
Project Manager. 

1 

2 
 
3 
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3. Select “Resources can assign themselves to activities” to grant resources the ability to add themselves to 
an activity using the Timesheets module.  Choosing this option is not recommended as resources will be 
assigned the full default units/time (e.g., 8 hours/day) and the Project Manager will have to modify the 
resource units over time. 

4. Select either “Resources can edit activity assignment percent complete” or “Resources can edit activity 
assignment remaining units” to identify the method that the primary resources will use to communicate 
status via the Timesheets module. Retaining the default option in which remaining units are edited is 
preferred. 

 
Resource Assignment Defaults 
 

5. Update this option if the default “Price/Unit” is not the correct rate.  Up to five different rates can be 
active for a single resource at any given time. 

 

 4.  SETTINGS TAB 
The purpose of the Settings Tab is to specify summarization information and project-level settings for the project.   
 

 
Figure 4 - Settings Tab in Project View 

Summarized Data 
The fields in the Summarized Data area determine how the information for the Enterprise Project Structure (EPS) 
node or project will be summarized. 
 

1. Set “Summarize to WBS Level” to the number of levels project stakeholders will be able to 
drill down. Choosing a number equal to or higher than 3 is recommended, depending on 
management requirements.  

2. Set the “Baseline for Summarization” to determine the baseline that will be used for 
summarization (i.e., OMB Exhibit 300 approved baseline).  Summarized data will always 
reflect the data the Project Manager has defined.  For a consistent display of data, “Baseline for 
Summarization” must match the tool’s Primary baseline.  Individuals viewing live data must 
also select the same baseline as shown in the “Baseline for Summarization” as their Primary 
baseline (found on the Project menu “Project/Baselines….”  
 
NOTE: During initial project planning, a baseline for summarization will not be available.  
Project Managers must return to this tab to set this option once a baseline has been established 

1 

2 

3 
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or revised and re-approved by the appropriate management level.  Please refer to SOP 004 for 
information on creating a baseline. 

 
Project Settings 
The fields in the Project Settings area determine the first month of the fiscal calendar and the character for 
separating code fields for the WBS hierarchy. 
 

3. Change the default from January to October, which is the start of the Federal Government’s 
fiscal year. 

 
Critical Activities 
The options in the Critical Activities area determine the maximum float time for activities before they are marked 
critical.  Only one option may be selected. 
 

4. Select “Total Float less than or equal to” to assign a maximum time for project activities to float before 
they affect the project’s critical path.  This setting allows team members to “customize” activities on the 
critical path by adding more activities then the default of zero days.  For large projects, it is 
recommended that the default of 0.0 days be retained, and thresholds be established for identifying 
problems.  For smaller projects, it may be acceptable for the default setting to be changed to a number 
higher than 0.0.   

5. Select “Longest Path” to determine the critical path based on PMI’s definition.  This is the recommended 
setting for most projects as it supports the Project Management Institute’s theory that the CPM is the 
longest path and has zero float.  It is important to note, however, that there may be more than one critical 
path, therefore, it is important for the Project Manager to establish threshold criteria to help identify those 
activities that may impact the project’s end date. 

 

5.  CALCULATIONS TAB 
The purpose of the Calculations tab is to specify how to calculate cost and estimate resource use when you update 
activities in the selected project. 
 

 
Figure 5 - Calculations Tab in Project View 
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Resource Assignments 
 

1. Select “Subtract Actual from At Completion.”  This setting ensures that the To Complete units and costs 
are reduced by the value of the actuals and that the planned At Completion value will not change until the 
actual units or costs exceed it.  Retaining the default setting, “Add Actual to Remaining” will result in 
improper earned value calculations since it will increase the total remaining units. 

2. Maintain the default and do NOT select “Recalculate Actual Units and Cost when duration % complete 
changes.”  If it is selected, then actual units and cost will be driven by duration percent complete instead 
of by units and costs entered by project team members, resulting in the Actual Units being reduced rather 
than increased. 

3. Check “Update units when costs change on resource assignments” to allow the tool to recalculate project 
costs when a resource’s pay rate changes.  The application default for this option is un-checked. 

4. Maintain the default selection of “Link Actual and Actual This Period Units and Cost.” Selecting this 
option ensures that resource assignment costs will be recalculated when new resource costs are entered in 
the database by the system administrator. 
 

Activities 
 
5. Select “Activity percent complete based on activity steps.”  The step function allows activities to be 

broken down into smaller elements, called Steps, which may be “weighted” by the Project Manager/team 
to determine the percent complete value when the step is marked as complete.  If this selection is made 
and no steps are associated with an activity, the setting is ignored in calculations. 

6. Set “Default Price/Unit for activities without resource Price/Unit,” if appropriate.  This is appropriate 
when using a role or generic resource. 

 

B.  WBS VIEW SETTINGS  
1.  EARNED VALUE TAB 
The purpose of the Earned Value Tab is to determine the technique for computing earned value.    
 

 
Figure 6 - Earned Value Tab in WBS View 

1 2
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1. Technique for computing performance percent complete 
There are five choices in the Technique for computing performance percent complete area.  Each can be 
appropriate depending on the situation. 

 
1. Select “Activity percent complete” to calculate earned value according to current activity completion 

percentages. Choosing this option requires accurate and weekly posting of project hours to the appropriate 
activities and is the recommended setting for a majority of projects. 

2. Select “WBS Milestones percent complete” when deliverables are the only items tracked in a particular 
WBS element. No activities may be included. Choosing this option is not preferred; however it is 
acceptable when tracking the deliverables of a Firm-Fixed Price contract. 

3. Select 0/100 % complete when activity durations are contained within a single reporting period; i.e., one 
month for OMB projects. This is not the preferred option because it only allows credit to be earned when 
work is 100% complete and zero progress is reflected when actual work has been performed 

4. Select 50/50% complete when activity durations are contained within a single reporting period; i.e., one 
month for OMB projects. This is not the preferred option because it allows credit to be earned when work 
has not been completed. Half of the credit is earned when the activity starts and half of the credit is earned 
when the activity is complete. 

5. Select “Custom percent complete” provides the Project Manager with the option of making a subjective 
determination of percent complete for at the activity level.  Choosing this is not a preferred option at this 
time because it credits value of work in an arbitrary manner.  

 
2. Technique for computing Estimate to Complete (ETC) 
 

 Select “PF=1 / Cost Performance Index” to determine the ETC for a project.  Choosing this option is 
recommended. Choosing this option will help forecast completion costs based on current trends in project 
performance and corresponds with the formula presented in the OMB Exhibit 300. 
 
NOTE: To ensure that projects can be compared consistently, it is important that the proper selection for 
computing ETC is made.   

 

C.  ACTIVITY VIEW SETTINGS  
 
NOTE:  The settings for new activities are determined by the settings in the project level “Defaults” tab.  
Activities that have already been created will not be impacted.  The settings can be changed at the activity level if 
the default settings are not appropriate for the selected activity. 
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1.  GENERAL TAB 
The purpose of the general tab is to allow you to identify and/or change activity settings applied by the default 
settings at the project level as appropriate.  Detailed information was provided in the Project View section. 
 

 
Figure 7 - General Tab in Activity View 

 
NOTE: If Start Milestone or Finish milestone is selected as the Activity type, the Activity Calendar must be 
changed to a 24-hour calendar.  This ensures that the milestone will occur on the selected day.  The standard 
calendar should remain the default for Task Dependant or Resource Dependant Activity Types. 
 

2.  STATUS TAB 
The purpose of the Status tab is to define planned duration and units, place constraints on project activities and 
review the progress of the activities duration, labor units, and start and finish status.   
 

 
Figure 8 - Status Tab in Activity View 

 

1 
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1.  Constraints prevent the tool from progressing the schedule based on the project and activity settings; therefore, 
they should only be used if absolutely essential.  Also, only Mandatory constraints are honored if an activity 
has no float.   

 
2.  “Exp Finish” constraints are honored if the activity has no float. 
 

3.  CODES TAB 
The purpose of the Codes Tab is to assign one or more identifiers (activity code) to each activity.  This will allow 
activities, along with all of their associated attributes, to be filtered, grouped, sorted, or “rolled-up” according to 
specific organizational or project needs.  This, in turn, will allow for the generation of data and the creation of 
reports used in analyzing status at the project, WBS, or activity level. 
 

 
Figure 9 - Codes Tab in Activity View 

 
1. There are two forms of Activity Codes to choose from the Assign Activity Codes dialog box: global codes 

developed by system administrators and project codes developed by responsible managers within the tool.  
Select the Assign button at the bottom of the tab to open the dialog box. 

 
Global Activity Codes 
 
Global codes allow activities to be organized within a project or across the EPS.  Choosing the appropriate 
code that corresponds to the activity’s approved OMB Exhibit 300 initiative and Section I.H. milestone is 
recommended for all projects.  This activity code will associate the cost and schedule for that activity to the 
appropriate milestone and address the OMB and VA requirements for tracking and reporting earned value 
statistics against milestones documented in the approved OMB Exhibit 300. 
 
Other options for mapping schedule and cost elements against OMB Exhibit 300 milestones are being 
explored and tested.  If/when other viable and practical options are found, implementing instruction will be 
provided.  
 
Note:  Groups of activity codes specific to an OMB Exhibit 300 initiative are preceded by a 
four digit number that corresponds to the Accounting Classification Code (ACC), as illustrated 
in Figure 10.  Groups of generic activity codes are contained in groups without numeric 
designators following the OMB Project specific groups. 

1 
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Figure 10: Assign Activity Codes dialog box 

 
 

Project Activity Codes 
 
Project-level codes are only available in the project in which they were created and allow activities to be 
organized based on unique, project specific requirements. 

  

4.  EXPENSES TAB 
The purpose of the Expenses tab is to enter and track the expense(s) associated with an activity, which typically 
consists of direct and indirect costs to the project (i.e., direct expenses related to Firm Fixed Price contracts.)  
Expenses may also be entered and tracked at all levels (WBS and Activity) from the Expenses View. 
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Figure 11 - Expenses Tab in Activity View 

 
1. Insert the contract line item number, when applicable, under the Expense Item. 
2. Select an Expense Category to identify the expense type. 
3. Select an “Accrual Type” to determine when an expense should be added to the project 

cost. The recommendation for most expenses is “Start of Activity;” however, there are 
instances when an expense may occur at the “End of Activity” such as when a deliverable 
has been completed.   “Uniform over Activity” may be used in certain level of effort 
activities, such as travel and office supplies when you don’t know exactly when the funds 
will be spent.   

 
Note:  Projects that include contracts with set payment schedules should create payment/invoice milestones to 
ensure that earned value calculations are not skewed.  Advance payments will be treated like a Firm Fix Price 
contract as referenced in SOP 009. 
 

II.  MAINTAINING AND UPDATING A PROJECT 
 
Project managers are required to update project data each week.  This section of the IT Project Office Earned 
Value Management User Guide addresses how projects are to be updated (statused). 
 
Note: The tool takes into consideration the presence, or absence, of actuals for Labor, Non-labor and Expenses 
when calculating the Cost Performance Index (CPI) and Schedule Performance Index (SPI). At least one of these 
costs areas must be present for the calculations to work properly.  Also, the formula for calculating Budgeted Cost 
of Work Performed (BCWP), or Earned Value (EV), is Budget at Completion multiplied by performance percent 
complete (BAC*Performance % Complete), which is a selectable element within the Earned Value Tab, WBS 
View.  The BAC is calculated as the highest value of Budgeted Cost of Work Scheduled (BCWS), or Planned 
Value (PV). 
 

A.  ESTABLISH PROJECT BASELINE  
Project Baselines are a snapshot of the state of the project at a particular date and time.  It is the reference used by 
the tool, and the Project Manager, to determine if a variance exists from when the baseline is established (start of 
project) when compared to the current project status (tracks a project’s cost and schedule performance). 

1 2 3
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For detailed instructions on creating a baseline, please refer to Baselining the Project Lesson in the Primavera 
Training Materials.  
 

 
Figure 12 - Baselines... Option from Project Menu 

 

1. Create an Initial Planning baseline before updating the schedule (applying actual labor units to the project) 
by selecting the “Baselines…” option from the Project menu. 
Note: A baseline must be created for all OMB Exhibit 300-level projects that matches the approved 
baseline as represented in the Exhibit Table I.H.2 or 3.  Changes should not be made to a baseline without 
the appropriate approval(s). Also, official or approved baselines should never be deleted within the tool. 

 

 B.  REVIEW AND APPROVE/REJECT TIMESHEETS  
The purpose of Timesheets is to allow project team members to communicate the status of their activities to the 
Project Manager.  This data is then used by the tool to record progress and calculate earned value information.  
Please refer to SOP 008 for more information on VA’s use of Timesheets or the module training to learn more 
about the actual use of the tool.  
 

1 
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Figure 13 - Time Approval Dialog Box 
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C.  APPLY ACTUALS  
The application of actuals updates the project’s status based on information included in approved timesheets. 
 
Note: It is recommended that the Responsible Manager apply actuals to one project at a time to ensure that a 
notification of outstanding timesheets is generated.  It is necessary to resolve a resource’s timesheet deficiencies 
before completing the “Apply Actuals” process, which may include rejecting timesheets.  If a resource is active 
on multiple projects, each Project Manager must approve the resource’s timesheet before any Project Manager 
can apply actuals. 
 
For more information about how to Apply Actuals, please refer to Progressing the Project Plan Lesson in the 
Primavera Training Materials 
 

 
Figure 14 - Apply Actuals Dialog Box 

  1 
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1. To ensure the proper duration type is used to calculate activity remaining durations, select “Based upon 
activity duration.  Select Tools/Apply Actuals from the Menu bar to open the Apply Actuals dialogue box. 

 

D.  MANUALLY ENTER PROJECT ACTUAL AND REMAINING COSTS 
Some expenses, such as Firm Fixed Price contract payments/invoices, must be manually entered.  For each 
activity that has incurred costs, the Project Manager must enter the cumulative actual cost as of the Data Date.  
The Remaining Cost value may need to be revised if it is not automatically computed. 
 

 
Figure 15 - Project Expense View 

From any view, select Project/Expenses from the Menu Bar or Expenses box on the directory bar for the above 
view.  Another option for entering Activity expenses is to use the Expenses Tab from the Activities View, as 
illustrated by Figure 11 in Recommended Setting, Activities View, Expenses Tab section (I.C.4). 
 

E.  SCHEDULE THE PROJECT 
Schedule the project to determine how long the project will last and when activities will occur relative to the 
project or activity calendar.  
 
For more information regarding scheduling a project and advanced schedule options, please refer to Scheduling 
the Project Lesson in the Primavera Training Materials and SOP004 and Appendix A. 
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Figure 16 - Schedule Dialog Box 

Open the Schedule dialog box by either: 
 Selecting Schedule from the Tools menu, 
 Pressing the F9 key, or  
 Selecting the schedule icon at the top of the screen (toolbar) in the Activities view 

 

F.  UPDATE PROGRESS OF PROJECT  
Once actuals have been applied and the project has been rescheduled, review the status of each activity that has 
started.  The “Units %” complete field should be automatically calculated depending on the % complete type 
chosen, except for “Physical %” complete when steps are not present.  If this field has not been updated, the 
Project Manager must manually enter the “Physical %” complete data.  The Project Manager must start the 
activity in order to modify the “Physical %” complete.  If the activity is 100% complete, the Project Manager 
must check the “Finished” box for all percent complete types.  
 

 
Figure 17 - Status Tab in Activity View with Actuals (Units %) 
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Figure 18 - Status Tab in Activity View with Actuals (Physical %) 
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G.  DISPLAY PROGRESS IN THE EARNED VALUE ANALYSIS LAYOUTS 
Several layouts have been created to allow Project Managers to review their earned value statistics at the Project, WBS and Activity 
levels.  
 

1. GENERAL EARNED VALUE LAYOUTS 

 
Figure 19 - Earned Value % Complete Type Layout in Activities View 

This layout clearly identifies the relationship between the selected percent complete type and the performance percent complete. It helps 
show the criticality of proper selection of percent complete type to determine overall performance measurement. 
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Figure 20 - Earned Value Cost Variance Layout in Activities View 

This layout analyzes the major earned value cost fields.  It allows users to evaluate major performance indicators to meet planned project 
costs. 
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Figure 21 - Earned Value Index Performance Layout in Activities View 

This layout illustrates how the EV indices can be used to forecast at completion cost and schedule fields. 
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Figure 22 - Earned Value Performance Layout in Activities View 

This layout displays current cost and schedule data against the planned values (baseline).  Additionally, it illustrates the use of the CPI and 
SPI indices to forecast cost and schedule at completion data. 
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Figure 23 - Earned Value Schedule Performance Layout in Activities View 

This layout presents current cost and schedule performance against the planned values (baseline), as well as the at completion forecasted 
variance of cost and schedule fields. 
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Figure 24 - Earned Value Schedule Variance Layout in Activities View 

This layout analyzes the major earned value schedule fields.  It allows users to evaluate major performance indicators to meet the project 
schedule. 
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2. OMB EXHIBIT 300 TABLE I.H.4 (PLANNED AND ACTUALS) 
The following 4 layout examples are intended to facilitate completion of the OMB Exhibit 300 I.H.4 and comply with Master Grade Chart 
scoring criteria.  The layouts highlight mapping Baselines using project and activity codes within the Project view, the WBS view, or the 
Activity view.   
 

 
Figure 25 - Project level view of OMB Exhibit 300 I.H.4 Table Sorted by VA IT Investment (OMB300) Project Code 

 
This layout, which is grouped by the VA IT Investment project code, shows the roll-up of data for all projects coded with one of these 
project codes.  The general purpose of this layout is to verify the roll-up of the earned value data and identify and resolve discrepancies 
reported using activity codes. 
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Figure 26 - Project level view of OMB Exhibit 300 I.H.4 Calculations Sorted by VA IT Investment (OMB300) Project Code  

(Global Project Layout OMB 300 I.H.4 Calculations) 

 
This layout, which is grouped by the VA IT Investment project code, shows the roll-up of data for all projects coded with one of these 
project codes.  The general purpose of this layout is to verify the roll-up of the earned value calculations required as part of Section I.H.4 
in the OMB Exhibit 300.   
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Figure 27 - Activity level view of OMB Exhibit 300 I.H.4 Table 

(Global Activity Layout OMB 300 I.H.4 Table_2) 

 
 
This layout, when grouped by the appropriate activity code, represents the values for completing Table I.H.4 in the OMB Exhibit 300.  
Project Managers may use this view to create a report using the Reports Wizard.  Section III of this guide contains a sample report based 
on this view. 
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Figure 28 - Activity level view of OMB Exhibit 300 I.H.4 Calculations 

(Global Activity Layout OMB 300 I.H.4 Calculations) 

 
This layout, when grouped by the appropriate activity code, shows the earned value data for each activity.  The general purpose of this 
layout is to verify the roll-up of the earned value calculations required as part of Section I.H.4 in the OMB Exhibit 300 as compared with 
the project view.   
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III.  EARNED VALUE MANAGEMENT-RELATED REPORTS 
 
One of the fundamental reasons for reporting is to assess and communicate project health by identifying variances in cost, schedule and 
estimated completion.  Significant variances will trigger analysis, determination of corrective actions and re-planning, if necessary, at 
various levels of the project structure. 
 
IT Project Office has a series of Earned Value Management-related report templates.  This section of the IT Project Office Earned Value 
Management User Guide illustrates the contents of those reports.  The reports are accessed by selecting “Reports” from the Directory Bar 
on the left side of the screen or by selecting Tools/Reports from the menu bar.  The user may then navigate to the appropriate report 
groupings to find the desired report.  When identified, the user selects “Run Report” from the Command bar on the right side of the 
screen.   It is HIGHLY recommended that print preview be selected before running the report to verify contents of the report.  Header, 
footer, and margins may be customized for each project if desired, and the report saved with the project. 
 
NOTE: It is important that the user pays attention to report groups.  Many if not most of the “global” reports run against individual 
projects.  However, to ensure this does not happen, the report should be copied and pasted in the Default Group and Sort layout to the 
project for which it will be run.  Thereafter, it can be run from that project, avoiding any possible confusion. 
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A.  PROJECT EARNED VALUE REPORT 

 
Figure 29 - Global Report EP-02 EPS, Project Earned Value 

 
The “EPS, Project Earned Value” Report provides an enterprise summary of selected earned value data elements for each project in the 
enterprise.  It is listed in the “Cost and Schedule” report group within the “All Projects/ Portfolio Analyst” report group.  Data from this 
report may be used to manually calculate SPI and CPI for an independent validation outside the tool.   The lowest level in the EPS is the 
project. 
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B.  WBS EARNED VALUE DEFINITION LIST REPORT 
 

 
Figure 30 - Global Report WB-05 WBS Earned Value Definition List 

 
The “WBS Earned Value Definition List” report provides insight into how earned value management is calculated at the WBS level for all 
projects in the enterprise.  It is listed in the “Project/WBS Details” report group within the “All Projects/ Portfolio Analyst” report group.  
This can be useful to Project Managers for quality reviews of settings. 
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D.  ACTIVITY EARNED VALUE REPORT 
 

 
Figure 31 - Global Report AC-01 Activity Earned Value 

 
The AC-01 Activity Earned Value report displays information for open projects only at the WBS/Activity level.   Data includes planned 
value (BCWS), earned value (BCWP) and actual cost (ACWP) cost information.   The “Activity Earned Value” report is listed in the 
“Cost” report group within the “Open Projects” report group.   
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E.  PROJECT EARNED VALUE REPORT FOR OMB EXHIBIT 300 
 

 
Figure 32 - Project Report Created Using Report Wizard 

with Global Activity Layout OMB 300 I.H.4 Table_2 and Activity Code Grouping 

 
This report will be used by OMB Exhibit 300 Project Managers annually to complete the Table in Section I.H.4 A.  This report is based 
on the activity layout discussed in Section II-G of this Guide grouped by the EMPO activity code.  The total values generated by this 
report may be validated using the Global Layout entitled OMB 300 I.H.4 Table (Project). 
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Figure 33 - Project Report Created Using Report Wizard 

with Global Activity Layout OMB 300 I.H.4 Calculations and Activity Code Grouping 

 
This report will be used by OMB Exhibit 300 Project Managers annually to complete Section I.H.4 B.  This report was created using the 
Report Wizard of the Activity View layout discussed in Section II-G of this Guide and is grouped and summarized by the EMPO activity 
code.  The values generated by this report may be used to validate the information displayed in the Global Layout entitled OMB 300 I.H.4 
Calculations. 


